
Source: http://www.opm.gov/workforceplanning/wfpmodel.htm
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OPM 5 Step Workforce Planning Model

Step 4:
Implement 
Action Plan

Step 3:
Develop 

Action Plan

Step 2:
Analyze 

Workforce, 
Identify Skill 

Gaps & Conduct 
Workforce 
Analysis

Step 1: 
Set Strategic 

Direction

Step 5:
Monitor, 

Evaluate & 
Revise

STEP 1: SET STRATEGIC DIRECTION
• Organize and mobilize strategic partners
• Set vision, mission, value, and objectives
• Review organizational structure
• Conduct business process reengineering
• Set measures for organizational 

performance
• Position HR to be an Active Partner

STEP 2: ANALYZE WORKFORCE, 
IDENTIFY SKILL GAPS & CONDUCT 
WORKFORCE ANALYSIS

• Analyze the current workforce
• Compare workforce needs against 

available skills 

STEP 3: DEVELOP ACTION PLAN
• Design a workforce plan to meet your 

agency's needs
• Identify your stakeholders and 

acknowledge what their needs are
• Develop ways to address skill gaps
• Develop a project plan to accomplish 

determined actions
• Set specific goals
• Communicate your plan to ensure 

everyone in your agency is aware of it
• Evaluate your progress and make 

needed changes to improve efficiency 

STEP 4: IMPLEMENT ACTION PLAN
• Communicating the Action Plan
• Marketing
• Targeting and Recruiting
• Conduct Recruiting and Training
• Implement Retention Strategies

STEP 5: MONITOR, EVEALUATE & 
REVISE

• Monitor your progress
• Assess successes and failures by 

evaluating the information you 
gathered

• Adjust plan as needed to address 
new workforce issues



Source: http://www.ed.gov/offices/OM/One-ED/learning_tracks.doc
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One-ED View: Learning Tracks

 Business

Competency Areas
q Analytic Thinking
q Results Orientation and Accountability
q Self Management
q Project Management
q Teamwork
q Ethics
q Organizational Understanding
q Technology Use

Communication

Competency Areas
q Dialogue
q Presentations
q Listening
q W riting

Financial
Management

Competency Areas
q Accounting
q Financial

Systems
q Financial

Controls
q Business

Processes
q Contracts

Grants
Management

Competency Areas
q Grants

Administration
q Grants

Monitoring and
Technical
Assistance

Research and
Evaluation

Competency Areas
q Program

Evaluation
q Performance

Measurement
q Data Analysis

Others Currently
Available

� Information
Technology

� Student Financial
Assistance

Professional
Development

All professional staff
members take

courses in each
competency area of

the General
Business and

Communication
tracks

Technical
Development

Staff members, with
supervisors, select

one or more
technical tracks or
competency areas
based on individual
job requirements.

Others TBD

Leader and
Manager

Development

Managers select
staff members,

based on
professional and

technical
development, to

begin or progress in
tracks.

Competency Areas

q Leading Change
q Leading People

q Building Coalitions/ Communicationq Results Driven
q Business Acumen

Supervisor
Preparation

ExecutiveFirst-Time
Supervisor

Manager

Supervisor Preparation
requirements

First-Time Supervisor
requirements

Supervisor Preparation
requirements

Manager
requirements

First-Time Supervisor
requirements

Supervisor Preparation
requirements
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Alignment of Workforce Model with 
Business Model

Small Business
(e.g. coffee shop)

Staff

Roles

Large Transactional Business
(e.g. Call Center)

Staff

Roles

Service Business
(e.g. Hotel)

Staff

Roles

Utilization Problem
(few staff do most work)

Staff

Roles

Productivity Problem
(work not completed)

Staff

Roles

Business
Models:

Aligned
Workforce

Models:

Misaligned
Workforce

Models:

Sample Solutions to Realign Workforce to Business Model:
• Organization Alignment (Right Jobs)
• Training and Development (Right Skills)
• Source, Recruit, Transition & Deploy Personnel (Right People)
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Results Based Competency Alignment 

FSA Performance Plan

• PDs
• IDPs
• EDPAS
• Recruiting
• Transition
• Succession Plan

Competencies

Skills Catalog

Learning Tracks

Training and
Development
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*Source: Financial Operations Planning and Analysis Project: Outsourcing and A076 Report, December 20,2002.
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Short Term Transition Strategy

Desired To-Be State

Should this 
function be 

performed by 
FSA staff?

Factors to be defined by Management Council, 
may include*:

• Budget / FTE realities 
• Cost reduction 
• Access to personnel with scarce skills 
• Streamlining processes
• Improving business and customer service 
• Increase organization flexibility
• Available access to the latest technology

Buy /
Outsource

Do /
Internal

Does FSA 
currently have 

the skills
to perform the 

function?

Learn & Buy

Yes

No

No Yes
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Skills Sourcing and Development
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Information 
Gathering

Development Deployment

Skills Catalog Development Process

Identify & 
Interview 

GMs/ 
Business 
Owners

Identify Skills 
Best 

Practices 
from outside 

FSA

Identify & 
Interview 

SMEs

Align with 
FSA 

Performance 
Plan

Identify & 
Prioritize 

FSA Skills

Develop Skill 
Descriptions

Segment 
Skills by 
Type & 

Functional 
Area

Define 
Proficiencies 

(as needed)

Review Draft 
Skills 

Catalog 
(Skills, Skill 

Descriptions, 
Proficiencies)

Package & 
Deploy Skills 

Catalog 
(Learning 
Tracks, 

Training & 
Development) 

Revise Skills 
Catalog

(as needed)


